OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION
INSTRUCT IONS: See Pubhcztlon No. 76—8M-—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Rmrds Management Division, 330 Capitol Avenue, Attanta, Georgia, 30334

Attention: Scheduiing Section, :

FOR AGENCY USE 1. Age cx—mAddren ' FOR RECORDS MANAGEMENT USE
Application Dute ‘ Department of Human Resources Application Namber )
June 23, 1976 Division 'of Mental Health & Mental Retar{. Mo — 22D
Agency-Wide ‘ ]
Application Number 47 Trinity Avenue _ Date Received . Data Completed 4
DHR-73 Atlanta, Georgia JUN 2 4 1978 [ P -6 wre
2. Parsan to Cantact ' Working Title Telephons Number
Charles Braden _ _ Director Support Services Unit 656-4308

3. Action Requested
a. (3 Estabitsn Retention Schedule; record will continue to accumuiate.
5. O Dispose of present accumulation; no further accumulation antncrpated ' -

[ TJ_Amend Apolication No. Check One: 0 Change; (1 Supercede; = Void

4, Dates of Series S. Rwords Serias Title (followed by title used in offics; if diffsrant)

Earliest ~  Latest A % 2 [,Q__)‘

1965 ]Present Patient Medlcal Record Locator File C“Q

8. Division and Cffica Function What is the function of the Division and tha Offica in which this record series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
research programs. .This Division Is also concerned with community mental health, and the -
administration of the State mental hospitals, rehabilitation and retardation centers.

Agency-Wide Application

7. Rodor‘d Series Description This file contains thé following documents (include form numbers and titles, if any):
T Artach samples of the file,

Documants relating to: Iecording the location of the patient medical record when that record

is r moved from the Medical Records Section by institution staff.

lnduded .1s Cbart Locator Card (MH 501) 1dent1fylng name "'of patient, staff member requestlng
record and~si )Jlar and related 1nformat10n. .

File is arranged: usually alphabetically by souridex code.

8. Monthly Refarence Rate ~ How often are records referred to which are:

25
One to six rmonths old 25 Seven to tweive months old
twentv»fwe months and oider ID 1

9 Annual Rate of Accumulation of Records } ‘
© Letter-ize drawsrs ;Legalsizedrawers . _;Shelves ____ _ :Qther (specify) 10, 3 x 5 card

; Thirteen to twenty-four months old 10

T
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ves [ no [ 10, Questionnaire __{Place an "’X" in the proper column) , N

}f not, where is jt?

X 3. Is this the official copy of the series? : , -

X b. Doss the series contain confidentisl information requiring security handling? 1if yes, cite law or regulation.

X | e Isthis a vital record?

X d. Goes this series have historical or long term research value?

. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

X qgsumg_u_m_sgndujsd_ﬂmlv?

g. Is the information contained in this series ever anaiyzud and/or recorded in a summarized report?
X If ves. artach cogy,

h. Is there a duplu:mon of this serias in your office, or in another office or agency?
X 1f vos, where?

X | i lsshis saries (or a maior nortion of it) reqularly microfilmed?

X | i Doestha racord saries result in a comouter printout?

11. Retention Requiraments The foliowing requires the series to be kept
a. Stats Law o - yesrs, . d. Audit period ) years.
b. Statute of limitation - . vears. e. Administrative need Vi years.

c. Federal law years. f. Federal retention instructions . vyears,

Attach copy or excert of laws or regulations. Explain administrative need.

The card is needed as long as medical record is maintained at the institution.

12 Approved Disposition Insttuctions  This agency recommends that the file series be cut off at the end of each: 7
“ T a Calendar Year; O Fiscal Year; (] Other __See_below __then,

O Hold in the current filas area month(s) year(s); then

C Transfer w0 iocal holding area; hoid year(s); then
O Transfer to State Racords Canter; hold year(s}; then
3 Destroy.
O Transfer to State Archives for permanent retention. ,
" Other (Specify} ;

Remove locat_QrG(\ upon transfer of Medical Record to the State Records Center; then destroy.

! .
Thess instructions apply to all pricr and future accumuiations of the series.
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Pk 5, Aotk ,/L«;e’ 76 J- Al | -22-76

[

(-\ State Records Committes (Signature) Date
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